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UlFastTax® software allows employers to file Washington State
Unemployment Insurance Tax and Wage Reports electronically.

Computer Requirements

It is recanmended thaUlFastTax be installed oryour canputer hard drie. Data
files can be stored and shawiala network drie. Due tovariables in network
installations, théJlIFasfTax TechnicalSupportHelp Desk is ony able to preide
limited technical assistanéer networkirg problens.

Your personal aoputermustmeet or &ceed thdollowing specfications to run
UlFasflTax. Tofind out f your canputermeets these gelirements, see the
documentation preided by themanuacturer, or contact the hardwasendor.

© Windows 95, 98, ME, NT 4.0, 0r 2000 = 101 Key keyboard

S 20 MB of available hard disk space < Pentium 133 Processor
2 Mouse or compatible pointing device S 32 MB of RAM
Technical Support 9 SVGA 800X600
You can contact ugiemail | Installing UlFastTax
at uiftsupport@esd.wa.gov | @ Close all open prgrams. © Click the“I Accept button.
@® InsertCD into CD-ROM drive. O Instalation will begin immediatdy.
o= Or by phone at
(360) 902-9636 SWhen the window below appears, click this button.
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Visit our website at
www.wa.govesduifasttax
and take th&JIFasfTax link.

Our goal is to preide quality
custaner sevice andgive

I et
you the answers thgou are BETr S T
looking for ontline. :

5 Bap |

< Click Continue to add the W _UlFasilax Program Group.
UlFasflTax Setup is conplete. Click OK.

Note: After installation bgins, amessae box may appear that state$ Setup cannot continue because
sane g/stam files are outfodate..” To continue, clickOK, thenYes to themessae thatfollows. This

will automatically restart Windows and updateur g/stem files. After Windows restarty,ou may need

to rerun setupVisit our web site at www.wgov/esduifastta for further technical support.

State d Washirgton Employment Security Departnente Ul Tax Administratione PO. Box 9046« Olympia, WA 98507-9046




Introduction Identify Business
Clicking the“Next” button willmove a user to theldentfy aBusiness step.

WhenUlFasfTax version3.1
is startedfor thefirst time, A Users will pravide basic iformation about the business in thedd aBusiness step.
periodic update screen will
appearClick ‘yes or ‘no' to
continue. The introduction

After canpleting the requiredfields, the'OK” button will be &ailable.Click this to
advance to the né step.

step can be xasited at ag Identify Quarter

time by clicking on the top Select a businessom the“select a businesdist by clicking on the nane.
step on the nagation guide Next you will need td‘ldentfy Quartet

at the top I& corner 6 the

window. Click on*“Add aQuartef to adrance to the ne step.

At this time you will be asked to prade sane additional iformation about the
businesgTax rate, etg. Click “next” to adrance throgh this process.
Note:
If the desiredquarter
is alreag listed in the
“select aquartef box

Once this process is oplete,you will have the option t@o back and edit an
information thatyou wish to correct.If your infformation appears correct, click the
“OK” button to adance.

(located in the botra You will need to select guarterfor theyearyou have addedUseyour mouse pointer to
left cornej click on the click on the desireduarter.This will advanceyou to the ngt step.

guarter to select and to

advance to the né step. Identify Preparer

The*“ldentiy Preparet step is where users will initigli Add aPreparet and preide
basic irformation about themseles.

After canpleting the reuiredfields, the'OK” button will be &ailable.Click “OK” to

Note: submit your information and return to thddentfy Preparet screen.
Remember to update
your @mail address Click on the preparerfoour choiceClick “Next” to adsance to the né step.

when andfi it charges.
Select Input Option

The" SelectlnputOption” step is where a user can selddb Payroll”, “Import File”,
“Paste Wge Datd or " Copy Datd . This choice is @ailable prior tomoving to the
“Review Wege Detail’ step wherermployee wae records can be ked, edited, or
deleted.

Options

No Payroll Copy Data
Place a check in theFile No Payroll”  Thisfeature will allowyou to coy
to adrance f you did not hae payroll  datafrom the lastguarter entered.

this quarter. Names andSocial Security Numbers
will be browht forward with blank
Note: —— Import File hours and wges.
If you have a problen Choosirg “Import File” will allow you
importing your data, to browse to/our text file and mport it Click “next” to ad/ance to the
please contact technical into theUlFastTax wage grid. “Review Wage Detail’ step to
support. manuall key in wage information.

Paste Wage Data

Choosimg “Paste Wae Datd’ will paste
wage data copied to the clipbodimm
another application.




Review Wage Detail <—— Note: On the wae detalil

At this time, you will be able to réew your wage data and edit, delete, oryke step,Delete Sort, Export,
in ary additions. andPrint hyperlinks will

o o S expose additional choices.
The wage detail will displg ayellow baclground infields with irvalid data.

Orarge baclgrounds indicate a warngn A right mouse click while on the vge
grid will provide additional options and help.

When satiBed withyour data, click théNext” button to adance.

Note: if you are a

You canmove on with irvalid data but cannot saiit until all fields arevalid. -
reimbursable or local

Review Tax Summary goverrment, sane fields on
At the“Review Tax Summary” step, users williew the anount due(if the” Review Tax Summary”
applicablé andfill in any additional rguiredfields. will be marked" Not

<« Applicablé or“N/A”.
When the smnmaty is canplete, click thé'Next” button to adance.

Submit Errors
If errors are still present, th8ubmit Errors’ screen will appearnvalid data
must be corrected bere this prgram will allow submission.Thesefields will
be hghlighted inyellow.

_ _ _ <+ Note: You will be directed
Click on the typerlink to return to the Ve Grid or Tax Summatry. tofix a stegs) only if it
contains invalid data(yellow

Submit Report baclground.

The" Submit Report screen is where users will choosé de Online Now”,
“File Offline’, or“Print Reports.

Options

File Online Now
This is the preerredmethod @ sendiry data. Wheriiling usirg this
option,you will get a cofirmation nunber in real tine.

Note: If the*File Online
Now” option is chosenjou
will be given a print option

You must be connected to the Internet before choosig this option. after submission. Printing after
submitting will include the
File Offline corfirmation nunber on the
This method isfor users who do not kalnternet acces&y choosimy prints.
“File Offline’, the user can create a triardile that can be sent as
an email attacimentfrom another location.
-Or-
Thefile can be sgd on a diskette and sesm& US Mail to theEmployment
Security Depariment. With this option, cdirmation is not &ailable at this tne.
Please send diskettesESD/UlIFasfTax, PO Box 9046 Olympia, Washigton,
98507-9046Pleasedo not send your payments with your diskette.
Print Reports
This option allows users to print repofts file copies onl. Please do not send Tax Payments go to:
wage detail or smmary reports taESD. EmploymentSecurity Department
| PO Box 34467

Payment coupon, (if needed must be printed and mailed with tax payment. <— Seattle, VWA 98124-1467




Version 3 includes many features to make filing Ul Tax and Wage
reports faster and easier.

These features include:

Wizard Based Interface - UlFasfTax guides users thrah all o the steps needed to
file.

Auto Update - Thismeans users will be pnapted toget and install updatesa the
Internet. Auto Update is as egsafew mouse clicks.

Single Click Importing of Wage data - UlFasfTax anayzes a demited text file for
wage data, users no Igar have to describe the order their data is in.

File Online Now - Submit datavia an actie Internet connection with a gjie
click. “File Online Now” provides real tne corfirmation to users andaids the
complication d email.

Quarterly Filing Report - This hang report preides thefiling statusor each account
in the spediedquarter.This isgreatfor multiple accounts.

Errors and Warnings - Highlights errors anduestionable data, such msssing
information and duplicate social secyritumbersmaking correctiongjuick and eag

Excess Wage Detail - Excess wges are displged by individual social secutnumber
and are calculated aumatically based on\ailableyear to date wge data.The
display of individual figures allowdor quicker reconcilig.

BusinessUpdate Website - A link to theQuartery BusinesJpdate is under the
“Help’” menu.

End UserLicenseAgreement

Washirgton StateEmployment Security Department
End UserLicenseAgreementfor UlFasTax®

NOTICE TO USER:
THISISA CONTRACT. BY INSTALLING THIS SOFTWARE, YOU ACCEPTALL THE TERMSAND CONDITIONS OF THIS
LICENSE AGREEMENT.

This Washigton StateEmployment Security DeparmentUIFasfTax End UserLicenseAgreanent accanpanies théJIFasfTax sdftware
product and relatedkplanatoy written materials (“ Software’). The tem “Software’ shall also include gnupgradesmodifiedversions
or updates fothe Software. This cojy of the Software is preided toyou as the end useYou must read this\greement caréully
before installig the sétware.If you do not gree with the tems and conditionsfahis LicenseAgreament, do not install th8oftware.
The Washigton State Employment Security Deparmentgrants toyou a nongclusive license to use ttoftware, preided thatyou
agree to theollowing:

1. Use d the Software.You may install theSoftware in a sigle location on a hard disk or other sgealevice; install and use the
Software on dile severfor use on a networflor the purposefgemanent installation onto hard disks or other sjerderices or
use @ the Software aver such networkandmake backup copied ¢the Software.You may make unlmited copies bthe Software
andgive copies to other persons or entities ag Emthe copies contain thiscenseAgreement and the sae copyright and other
proprietay notices that appear on or in tBeftware.

2. Trander. Youmay not rent, lease, or sublicense 8uftware.You may, however, tranger allyour rights to use th&oftware to another
person or entjt provided thatyou tranger thisLicenseAgreement with theSoftware.

3. Copyright. The Software was created with publiands and is ownedylthe Washigton StateEmployment Security Departnent.
Its source code is ctidential and reerse egineerirg of this product is prohibitedYou agree not tanodify, adapt, translate, verse
ergineer, decopile, disasseble or otherwise attept to discoer the source codd the Software.Except as stated abe, thisLicense
Agreament does nograntyou ary intellectual propestrights to theSoftware.

4. No Warrany. The Software is beig delivered toyouAS IS and the Washuton StateEmployment Security Departnentmakes no
warrany as to its use or pirmance. WASHINGTON STATE EMPLOYMENT SECURITY DEPARTMENT AND ITS SUPALIERS
DO NOT AND CANNOT WARRANT THE PERFORMANCE OR RESULTSYOU MAY OBTAIN BY USING THE SOFTWARE
OR DOCUMENTATION. THE WASHINGTON STATE EMPLOYMENT SECURITY DEPARTMENT AND ITS SUPFALIERS
MAKE NO WARRANTIES, EXPRESSOR IMPLIED, ASTO NONINFRINGEMENT OF THIRD PARTY RIGHTS, MERCHANT-
ABILITY, OR FITNESSFORANY PARTICULAR PURPOSE. IN NO EVENT WILL THE WASHINGTON STATE EMPLOY-
MENT SECURITY DEPARTMENT OR ITS SUPRLIERS BE LIABLE TO YOU FORANY CONSEQUENTIAL, INCIDENTAL

OR SPECIAL DAMAGES, INCLUDING ANY LOST PROFITSOR LOST SAVINGS, EVEN IF A REPRESENTATIVE OF THE
WASHINGTON STATE EMPLOYMENT SECURITY DEPARTMENT HAS BEEN ADVISED OF THE POSSBILITY OF SUCH
DAMAGES, OR FORANY CLAIM BY ANY THIRD PARTY. Some states ojurisdictions do not allow thexelusion or Imitation
of incidental, consguential or special daages, or the xclusion d implied warranties or fhitations on how log an mplied warrany
may last, so the ahve limitationsmay not appy to you.

5. Governing Law andGeneralProvisions.This LicenseAgreement will begoverned ly the laws 6 the State d Washirgton, U.S.A.
This LicenseAgreament will not begoverned ly the United NationsConvention onContractsfor thelnternationaSale d Goods, the
application 6 which is expressy excluded. If ary part d thisLicenseAgreement isfoundvoid and uneforceable, it will not Hect
thevalidity of the balancefatheLicenseAgreament, which shall nmain valid and eforceable accordito its tems. You ayree that
the Software will not be shipped, trafesred or &ported into ap county or used in apmanner prohibited yothe United StatesExport
AdministrationAct or ary other export laws, restrictions or gelations.This LicenseAgreanent shall autmatically termminate upon
failure by you to canply with its tems. This LicenseAgreementmay only bemodified in writing signed ly an authoded dficer d
the Washigton State EmploymentSecurity Deparment.




